
APPLICATION FOR RECORDS DISPOSITION SFANDARD 
1 - ,i 

4 ~ l v ~ t .  Management Systems Division 
FOR RECORDS MANAGEMENT OWSION USE 

Qate Rocatvod Application No. Data Completed 
1-27 -~ [  81-76 - -  FEE 2 1981 

1. App l ia lon  2. k p t .  Appltcation No. 

I 

itla I 6. Tolephone Number 

JNSTRUCTIONS: Prepare in duplicate and fonvard to the Records Manageman 

Real Estate Division 
Program Coordination Branch 
2300 Peachtree Summit Bldg. 

. ~. 
7. Actton Request 

11. 0 Discmw of present accumulation: no further accumulation anticipated. 

Latest 

- 
11. Record Swes Description This file contains the followiw documents lincludr form numb.nmd titla, H anv): 

Attach samples of the file. ', 

Documents relating 10: 

Included are: Invoices and option.folders which indicate that an expense 

Requests for payment by invoice and encumbering of funds for 
.~ .~ ~ _ _  .~  future^-expenditures. -~ _.  

c 

will be incurred in the'future. Also included with each 
invoice, if applicable, is information on property management, 
demolition, purchase settlements, purchase amounts, severance 
and restoration, refunds, area manager brokers, t.ax and other 
invoice related information. 

. /  

File IS arranged Numerically by date payment requested 

12. Monthly Reference Rate How often are records referred to whlch wa: 

One to SIX months old & , Sewn to twelve months old 

twenty-live months and older ~ ? 

13 Annual Rate of Accumulation of Records 

; Thirteen to twenty-four months old 

Letter-size drawers ; Leeal-size drawers k : Shdver :Other Ispecifv) I 



- scheduled smparately? 
1. Is the informarion contained in this win m r  published? If yes. attach copy. 

0. Is the information contained in this series evar a d y 2 . d  endlor recorded in a wmmarizd repmt? X ~~ 

I f  yes, attach copy. 

h. I s  there a duplication of this series in your offica, or in another office or agency? 
- 

X if yes, where? 

Is this uries lor a nujarfprtion of it) regularly microfilmed? 

( P o r t i o n s  of f i l e  in fo rma t ion  ma in ta ined  by Account ing)  
X 
x 

i. 

i. - -~ Don the record series r&t in a computer printout? ~--- - 
15. Retention Rsquiremencs The following requires the series to b. kept: 

I ,  

years. d. Audit peri+ years. 
e. Adminiitratirn need years. 

years. ’ f. Federal retention instructions 3 years. 

a. State L m  
b. Statute of limitation yaars. 
c. Federal law 

. 
. .  

Attach COO? or excert of laws or ragulationr. Explain adminirtrative,need. , 

UMTA  external O p e r a t i n g  Manual - Page I11 D-41 
Hold f o r  t h r e e  y e a r s  p a s t  t h e  date of t h e  submission of t h e  f i n a l  
Expend i tu re  r e p o r t .  

- -I-. .--------_____. 
This w n c v  recommends that the file series lm cut off at the end of exh: 

I 1 Calendm Yeat: [*Fiscal Yee,; L-I Other _- then, 

16. Approved Disposition Instructions 

. .  

0 Hold in the curr8nf liles area 

0 Transfer to local holding arm: hold 

0 Transfer to Slate Records Center; hold 

0 Trpnsfer to Stare Archives f6r permanent retention. 

0 Other / .Smilv/  

m o n t h ( r ) A  vear(r); then 

vaarlsl; then 

yeaar(s1; then 
0 Destrov. 

Cut o f f  f i l e  at end of -each  f i sca l  y e a r  a f t e r  l as t  e x p e n d i t u r e  report is 
r e c o r d e d ;  h o l d  i n  central  f i l e s  area f o r  one y e a r ;  t h e n  t r a n s f e r  t o  t h e  
A u t h o r i t y ’ s  Records C e n t e r  - h o l d  f o r  t h r e e  y e a r s  past t h e  date of 
submiss ion  of t h e  f i n a l  e x p e n d i t u r e  r e p o r t ;  t h e n  d e s t r o y .  


